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COMNAVFORJAPAN INSTRUCTION 11101.12M CHANGE TRANSMITTAL 1 
 
Subj:  ASSIGNMENT, UTILIZATION, AND OCCUPANCY/TERMINATION OF 
       MILITARY FAMILY HOUSING (MFH) 
 
Encl:  (1) Revised enclosure (1) to the basic instruction 
       (2) Revised enclosure (2) to the basic instruction 
       (3) Revised enclosure (3) to the basic instruction 
       (4) Revised enclosure (4) to the basic instruction 
 
1.  Purpose.  To promulgate change 1 to the basic instruction. 
 
2.  Action.  Remove enclosures (1) through (4) of the basic 
instruction and replace with enclosures (1) through (4) of this 
change transmittal. 
 
 
        
                            T. E. ARNOLD 
                            Deputy and Chief of Staff 
 
Distribution: COMNAVFORJAPAN website: www.cnfj.navy.mil 
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PROCEDURES FOR ASSIGNMENT AND UTILIZATION OF MFH 
 
1.  Adequate Public Quarters.  The Secretary of the Navy has 
designated all MFH under the management control of 
COMNAVFORJAPAN as adequate public quarters. 
 
2.  Eligibility 
 
    a.  E-4 and above military personnel with accompanying bona 
fide family members are eligible for MFH.  Accompanying bona 
fide family members are those family members who have received 
dependency status and command sponsorship approval, or are non-
command sponsored dependents who have been granted a MFH waiver 
by COMNAVFORJAPAN, and will reside with the sponsor for nine 
consecutive months or more each year.  E-3 and below military 
personnel with accompanying bona fide family members who will 
reside with the sponsor for nine consecutive months or more each 
year, but have not received entry approval or command 
sponsorship are eligible to make application but will only 
become eligible for MFH upon approval of an exception to policy 
request and availability of surplus assets within the pay grade 
and bedroom entitlement eligible for.  Application does not 
guarantee assignment. 
 
    b.  All DoD appropriated fund civilian employees of the U.S. 
Forces (Article I of the Status of Forces Agreement) who have 
transportation agreements, are drawing Living Quarters Allowance 
(LQA), and are accompanied with bona fide family members with 
command sponsorship approval who will reside with the sponsor 
for nine consecutive months or more each year are eligible for 
MFH. 
 
    c.  Other civilian government employees and American Red 
Cross personnel in grade ARC 34 or higher and accompanied with 
bona fide family members with command sponsorship approval are 
eligible to apply for assignment to MFH.  Application does not 
guarantee assignment. 
 
    d.  Nonappropriated fund personnel accompanied with bona 
fide family members with command sponsorship approval who will 
reside with the sponsor for nine consecutive months or more each 
year, and with transportation agreements are eligible for 
assignment to MFH.  The cognizant HWC will determine eligibility 
for MFH for nonappropriated fund  
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personnel with transportation agreements  
based on equivalency in pay to the white-collar salary table of 
a GS employee and certification of it from the employer's 
position management authority.  Nonappropriated personnel shall 
pay the established rental and utility rates for MFH.  
  
    e.  Contractor personnel accompanied with bona fide family 
members who will reside with the sponsor for nine consecutive 
months or more each year and command sponsored may be provided 
MFH under special priority situations as determined by 
COMNAVFORJAPAN in accordance with references (a) and (h).  
Contract personnel shall pay the established rental and utility 
rates for MFH.  
 
    f.  Military members who are in Japan on an unaccompanied 
tour and subsequently marry or bring family members to Japan.  
These members are eligible to make application for MFH.  Offer 
of assignment will not be made until command sponsorship is 
approved, or a MFH waiver has been granted by COMNAVFORJAPAN.  
The following must be provided with each application: 
 
        (1) Proof of marriage, custody decree, adoption papers, 
or approval of dependency for parents/in-laws. 
 
        (2) Copy of Permanent Change of Station orders. 
 
        (3) Proof of dependency approval from Defense Financial 
Accounting (DFAS) Cleveland. 
 
        (4) Proof of command sponsorship or dependent entry 
approval, or MFH waiver granted by COMNAVFORJAPAN. 
 
        (5) Documentation that the assignment is an accompanied 
tour. 
 
    g.  The date of marriage or acquisition of family members as 
shown on a custody decree, adoption papers or approval of 
dependency for parents/in-laws establishes eligibility for 
application for MFH.  The offer of assignment to MFH requires 
prior command sponsorship approval or a MFH waiver granted by 
COMNAVFORJAPAN.  However, the sponsor's name may be placed on 
the waiting list prior to verification of command sponsorship of 
family members or a MFH waiver granted by COMNAVFORJAPAN. 
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    h.  Parents and parents-in-law of members of U.S. Forces 
Japan (USFJ), or the civilian component, who are ordinarily 
residents of Japan.  These individuals are not eligible to 
reside in MFH even though they are, in fact, bona fide family 
members of such members.  This policy was established by 
reference (i). 
  
    i.  Sponsors marrying en route or after arrival in Japan.  
These sponsors may apply for MFH within 60 days of marriage.  
The control date will be the date of marriage, provided the 
application and proof of dependency are submitted within 60 days 
of the date of marriage.  Actual offer of or assignment to MFH 
requires command sponsorship or a MFH waiver granted by 
COMNAVFORJAPAN.   
 
    j.  Members without a previous permanent duty station.  
These members will have a control date of the reporting date to 
the new duty station provided the member applies for MFH within 
30 days of reporting. 
 
    k.  Two family members are members of DoD.  When both 
parties are members of DoD, have no other bona fide family 
members, and are not stationed at the same or adjacent 
installations within the same geographic area (one hour commute), 
they are not eligible for assignment to MFH.  They would become 
eligible for assignment upon official notification of co-
location.  Exception:  When one member is stationed at NAF 
Atsugi and one is stationed at Yokosuka, one member may apply 
for MFH at Yokosuka (Negishi only). 
 
    l.  Single parent service member.  An individual service 
member who is unmarried, divorced, separated or widowed, and is 
accompanied by a bona fide family member(s) with command 
sponsorship approval or a MFH waiver granted by COMNAVFORJAPAN 
is eligible for assignment to MFH.  Divorced or separated 
members must have legal and physical custody of bona fide family 
member(s) for nine consecutive months or more per year.  A 
single parent who requires a live-in childcare provider must 
submit a written request to the cognizant HWC.  These requests 
are approved only in cases involving service members attached to 
afloat commands or those with very unusual work hours that would 
make routinely available child care impractical, or in other 
unique circumstances.  Written requests shall be submitted via 
the service member's Commanding Officer. (See paragraph 13 for 
further information on requirements.) 
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    m.  Single, pregnant service member.  Unmarried, pregnant 
service members may apply and be placed on the waiting list for 
MFH upon certification of pregnancy, but will not be assigned 
MFH prior to the birth of the child.  The housing application 
control date will be the date the housing application and 
physician certification is received by the Housing Office.  A  
birth certificate and verification of command sponsorship status 
or a MFH waiver granted by COMNAVFORJAPAN is required prior to 
assignment to MFH. 
   
3.  Assignment Criteria.  The following guidelines as set forth 
in references (a) through (k) will be used in assigning 
personnel to MFH: 
 
    a.  Flag and General Officer Billet Quarters and 
Installation Command Quarters.  Incumbents of specific flag and 
general officer billets and installation commanding officer 
billets will be assigned to specific quarters set aside for the 
incumbents of those billets. 
 
    b.  Designated Billet Quarters.  Quarters set aside for 
assignment to the incumbent of a specific non-flag or non-
general officer billet.  Per references (a) and (g), billet 
quarters are designated by COMNAVFORJAPAN. 
 
    c.  Approved Installation Command Quarters, billet quarters 
and key and essential designations listings for Japan can be 
obtained at respective Housing Welcome Centers and through the 
Region.  Approval to modify these listings is vested in 
COMNAVFORJAPAN as the Housing Authority.  Requests for 
designation of billet quarters or for positions requested to be 
designated as key and essential in accordance with reference (a) 
shall be in writing and shall clearly justify a need for such a 
designation.  Additionally, all such requests shall include a 
statement that the five percent limitation established by 
reference (a) is not exceeded at the activity of the requesting 
official.  The total number of such designations will be kept to 
an absolute minimum and shall not exceed five percent of officer 
and enlisted assets respectively at a given activity. 
 
    d.  Incumbents of billets designated as key and essential 
will be offered the first available home of their entitlement 
and eligibility upon their arrival, regardless of location or 
type/style within the housing activity of their duty assignment.   
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Incumbents of key and essential billets are required to accept  
the first offer of MFH.  Declination of this offer will result 
in termination of TLA.  If an offer of MFH for an individual 
assigned to a designated K&E billet is declined the member will 
then go on the waiting list based on his/her control date for 
his/her grade and bedroom requirement and compete equally with 
their peers. 
 
    e.  HWCs are delegated the authority to approve “out of 
priority assignments” within their HWC.  Out of priority 
assignments based on military necessity or compelling personal 
reasons will be granted only in the most critical situations.  
Requests with medical considerations must include endorsement by 
the senior medical authority at the HWC stating that the 
assignment to MFH is necessary.  These requests will be 
considered only when the medical condition did not exist prior 
to the member's/family member's arrival in Japan.  Exceptional 
Family Member Program families shall be treated in accordance 
with reference (a). 
 
4.  Bedroom Entitlement 
 
    a.  HWCs are not required to meet the minimum four bedroom 
entitlement provisions of reference (a) for officers in pay 
grade O-6 and senior when appropriate assets do not exist. 
 
    b.  Assignments to MFH are made on a one child per bedroom 
basis.  A sponsor may elect to be placed on a waiting list for 
MFH with one or two bedrooms less than that for which he/she is 
qualified, provided such MFH exists within the category of MFH 
for which he/she is eligible and family composition is such that 
the lesser accommodations are acceptable.  If the sponsor elects, 
31 days or more after making MFH application, to accept lesser 
accommodations, the new control date for placement on the 
waiting list will be the date of the new request.  Personnel 
accepting assignment to smaller MFH than they are eligible for 
will not be permitted to re-apply for larger MFH at a later date 
unless there is a change to their family composition. 
 
    c.  Should pregnancy occur while on the waiting list and a 
change in bedroom entitlement result, certification of pregnancy 
must be submitted to the HWC.  The sponsor may elect to transfer 
to the larger bedroom entitlement waiting list with the 
understanding that if the family is residing in the civilian 
community, the family will be housed in MFH upon reaching the  
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number one position on the waiting list.  If the family is 
residing in MFH they are considered adequately housed, therefore, 
the family will not be allowed relocation to the larger bedroom 
entitlement until confirmation of live birth is received by the 
HWC and the sponsor's name has reached the number one position 
on the waiting list.  If the sponsor's control date places the 
sponsor in the freeze zone, the sponsor's control date will be 
adjusted to place the name of the sponsor below the freeze zone. 
 
    d.  Field grade officers and senior enlisted (E7-E9) 
personnel are entitled to three bedrooms as a minimum.  Chief 
Warrant Officers (W1-W4), Limited Duty Officers (LDO) and those 
who received their commissions via other programs; e.g., 
Enlisted Commissioning Program, and who had a minimum of nine 
years enlisted active service at the time of commissioning (01E-
03E), are eligible for assignment to a three bedroom unit, as a 
minimum. 
 
5.  Application for MFH 
 
    a.  Applications for MFH (DD Form 1746) shall be submitted 
by mail or in person to the applicable HWC. 
 
    b.  Service member applications must be accompanied with a 
copy of: 
 
        (1) PCS orders; 
 
        (2) Family member entry approval message or command 
sponsorship approval letter; and 
 
        (3) Detaching endorsement from the last permanent duty 
station. 
 
    c.  Civilians must provide the following documentation: 
 
        (1) Transportation agreement; 
 
        (2) Travel orders; 
 
        (3) SF 50; and 
 
        (4) (For nonappropriated fund and DoDDS employees) 
Letter of equivalency. 
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    d.  Applications may be submitted at any time following 
receipt of PCS orders.  The sponsor, or designated 
representative (with power of attorney) must report to the HWC 
Welcome Center within 30 days of reporting to the new permanent 
duty station to activate the application in order to receive the 
earliest entitled MFH application control date. 
 
    e.  Members reporting to deployed units.  Application may be 
made by letter, fax, e-mail or message, and by a designated  
representative with power of attorney.  The application needs to 
be annotated to show that the unit is deployed.  Members will 
report to the applicable HWC Welcome Center within 30 days of 
return from deployment.  Request for waiver of the 30-day rule 
shall be submitted to the cognizant HWC via the member's chain 
of command. 
 
    f.  Members of Carrier Air Wing FIVE (CVW-5) must place 
their names on the Atsugi waiting list despite their geographic 
assignment to Yokosuka, Japan. 
 
    g.  A military member married to a civilian that has a 
transportation agreement and is entitled to LQA may apply for 
MFH only if the family members are listed on his/her family 
entry approval.  If the civilian has family members on his/her 
orders as well as the military member on his/her family entry 
approval, one person only may apply for MFH. 
 
    h.  A military member married to another military member who 
has bona fide family members is entitled to apply for MFH.  If 
both members have family members on their family entry approval, 
only one member may apply for MFH.  If enlisted married to 
officer, it is required the officer apply for MFH.  
 
    i.  Special Control Dates 
 
        (1) Home Port Change 
 
            (a) Personnel attached to an afloat unit that have 
received official notification of a change of homeport to Japan 
may apply for MFH.  The control date for placement on the 
waiting list will be the date the CNO message is/was released, 
providing application is made within 30 calendar days of 
reporting to the new duty station. 
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            (b) Personnel who have been transferred and 
physically moved multiple times within a short timeframe (i.e., 
one year) due to Base Realignment and Closure may be eligible 
for further advancement on a waiting list.  These personnel are 
responsible for providing orders documenting the multiple moves. 
 
            (c) Personnel who married/acquired bona fide family 
members after the date the message was released are not eligible 
to back date their application if they had no other bona fide  
family members.  Their eligibility date will be the date of 
application. 
 
        (2) Unaccompanied Overseas Tour.  For members returning 
PCS from an unaccompanied tour the control date will be the date 
of detachment from the last accompanied PCS tour. 
 
    j.  All members or their designated representative with 
power of attorney must renew their application for MFH every 6 
months by either telephone, e-mail, mail or in person.  Failure 
to renew the application will result in automatic cancellation 
requiring the member to re-apply with a new housing control date 
as of the date of re-application. 
 
6.  Operation of Waiting Lists 
 
    a.  A MFH assignment list will be maintained for each MFH 
area designation.  The list will be by number of bedrooms (one, 
two, three, and four) and pay grade, as applicable to the MFH 
inventory within each area. 
 
    b.  The housing waiting list freeze zone is defined as the 
top 10 percent of each established list and will be extended by 
the number of members in the freeze zone who have deferred 
selection of housing.  The relative position of applicants in 
the freeze zone on each waiting list will be stabilized and not 
altered except in the case of designated billet quarters, key 
and essential billets, or special priority assignments. 
 
    c.  One deferral (for a period normally not to exceed one 
year) will be permitted for such reasons as civilian lease 
commitments, deployment, family not in area, or other reasons 
that constitute a hardship.  (For Yokosuka exceptions, see 
enclosure (3)). 
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    d.  Sponsors are required to update their application 
whenever there is a change in family composition, duty station, 
rank, projected rotation date, home address or telephone number.  
Failure to do this could result in delay of assignment to MFH. 
 
    e.  The following apply when a change in sponsor's status 
occurs: 
 
        (1) When an enlisted member is promoted to officer 
status, the member shall be placed on the required officer MFH  
waiting list with the original control date provided all other 
housing placement requirements are satisfied and such placement 
does not effect the freeze zone.  If placement impacts the 
freeze zone the applicant’s control date will be adjusted to 
just below the freeze zone. 
 
        (2) When a change in waiting lists is requested, or 
required, due to an increased/decreased bedroom requirement or a 
promotion (including frocking) or demotion, the sponsor’s 
eligibility date shall remain unchanged, but will not affect the 
freeze zone of the applicable list. 
 
        (3) Members who have been frocked or promoted will be 
placed on the appropriate housing waiting list for the 
frocked/promoted pay grade entitlement provided the respective 
HWC is notified within 30 calendar days following the date the 
member was frocked or promoted and provided respective official 
supporting documents are forwarded to the HWC within the 30 day 
timeframe noted. If the family is residing in off base housing 
and on a MFH waiting list, they will retain their current 
waiting list control date when transferred to the new 
entitlement MFH waiting list.  If the member’s current control 
date places the member in the new entitlement MFH waiting list 
freeze zone, the member’s control date will be adjusted to place 
the member directly below the freeze zone.  For those members 
who are currently residing in MFH, their control date will be 
the date the member was frocked/promoted provided application to 
transfer is made within 30 calendar days from the date of the 
event and official supporting documentation are received by the 
HWC within the 30 day timeframe noted. 
 
    f.  HWCs will assign MFH units based on waiting list order 
as determined by MFH control dates. 
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        (1) Assignment should not be unnecessarily delayed when 
the first person on a list cannot be contacted for an offer.  
After reasonable efforts (as determined by the respective HWC) 
to contact a sponsor or their designated representative (holding 
power of attorney), the sponsor's name will be bypassed on the 
list and the MFH unit offered to the next person on the list.  
Inability to contact the sponsor, or designated representative 
will not adversely affect the sponsor's placement on the waiting 
list. 
 
        (2) The sponsor, or a party designated by the applicant 
with a power of attorney will be contacted to offer MFH.  Once 
an offer of MFH has been made, a unit not accepted within 24 
hours will be considered to be refused in the absence of a 
response from the sponsor or designated representative. 
 
        (3) Each sponsor may be allowed up to two offers of MFH.  
If sponsor is drawing TLA/TQSA and declines the first MFH offer, 
their allowance will be forfeited in 30 days or the availability 
date of the unit offered, whichever is later.  Refusal of an 
offered second set of MFH will result in the application being 
cancelled.  The sponsor must then reapply for MFH.  The MFH 
control date will be the date of re-application.  Declination of 
an offer of MFH will justify the termination of TLA in 
accordance with the Joint Federal Travel Regulations and/or 
Temporary Quarters Subsistence Expense (TQSE) in accordance with 
the Joint Travel Regulations.  
 
    g.  O-6 and equivalent civilians will be assigned MFH in 
accordance with reference (a) and as further defined by this 
instruction.   
 
    h.  Once MFH is accepted in writing it must be occupied.  
Refusal to occupy accepted MFH will require re-application for 
MFH with a control date as of the date of re-application. 
 
    i.  All MFH assignments made are for the duration of the 
sponsor’s duty at the geographic location.  Relocations, other 
than those provided for in paragraph 7 below, are not 
authorized. 
 
    j.  Families with dogs may not be assigned to high-rise or 
mid-rise apartment towers.  Small pets (e.g., no more than two 
cats (spayed or neutered), fish, gerbils, birds) may be allowed  
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in mid/high-rise units.  All pets must be registered with the  
respective Base Veterinary Services, have proper inoculations, 
and be micro-chipped for identification.  Documentation 
certifying registration and inoculations must be submitted to  
the HWC prior to offer of assignment of MFH.  Pet cats in high 
or mid-rise units must be spayed or neutered.  Related 
documentation is to be presented at the HWC prior to offer of 
assignment of MFH.  No more than 2 pets (i.e., two cats, two 
dogs or one dog and one cat) are permitted in MFH. 
 
    k.  All applicants must request, in writing, permission to 
have a waterbed in MFH and must provide proof of insurance 
against potential damage to MFH. 
 
7.  Criteria for Relocation After Assignment 
 
    a.  When a reduction in pay grade creates ineligibility for 
the MFH assigned, a resident may be reassigned. 
 
    b.  Once an applicant has been assigned to MFH of his or her 
choice, he/she will not be permitted to request placement on a 
waiting list for transfer to other MFH unless the following 
circumstances exist: 
 
        (1) Upon promotion from enlisted to officer rank.  
Relocation is mandatory and will be at government expense. 
 
        (2) Upon promotion from junior enlisted (E1-E6) to 
senior enlisted (E7-E9), company grade/junior grade officer (Wl-
O3) to field grade officer (O4–O5), or field grade officer (O4-
O5) to O6.  Relocation is at the member's option and expense. 
 
        (3) Upon change in family composition affecting size of 
MFH for which qualified.  Relocation is at the individual’s 
option and expense. 
 
    c.  All applicants meeting eligibility requirements for 
relocation must complete new MFH applications and submit them 
with a copy of orders and verification of bona fide family 
members to the cognizant HWC.  The application control date will 
be the date of the new application.   
 
    d.  Sponsors requesting reassignment of MFH will be required 
to pass an unannounced housekeeping inspection conducted by  
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authorized HWC personnel.  Failure to pass the inspection will 
result in cancellation of the reassignment application.  
Sponsors will not be permitted to re-apply unless they are 
requesting reassignment based on a change in family composition.  
Re-application may not be made for six months following the  
failed housekeeping inspection.  When an applicant again 
requests reassignment, another unannounced housekeeping 
inspection is required.  If the inspection is failed, the 
application will be canceled and the sponsor will not be 
permitted to re-apply. 
 
    e.  A sponsor will normally be allowed three working days to 
relocate from one MFH unit to another. 
 
    f.  Relocations at the request of a resident will be at 
his/her expense (Exception:  Enlisted promoted to officer will 
be moved at government expense).  In all cases, sponsors must 
have six months duty remaining at their current installation 
when reassigned MFH. 
 
8.  Selection Procedures 
 
    a.  When a sponsor's name reaches the top of the waiting 
list for the area he/she selected, he/she may be offered up to 
two MFH units. (For Yokosuka exceptions, see enclosure (3)).  
When possible, the sponsor will be offered the two units at the 
same time.  The sponsor will be given the address or addresses 
of the unit or units.  The name and telephone number, if any, of 
the resident of a unit will be provided only if the resident 
grants permission to do so.  There is no guarantee the sponsor 
will be able to see the inside of the offered units. 
 
    b.  MFH will not be assigned to sponsors whose family 
members will not arrive within 30 calendar days of taking 
possession of the MFH. 
 
    c.  Sponsors will be provided with sufficient advance notice 
of availability of MFH to permit them to provide adequate notice 
to their civilian landlords. 
 
    d.  All applicants must read, sign and acknowledge receipt 
of the "Conditions of Residency Agreement for Military Family 
Housing" (enclosure (5)) prior to taking possession of MFH. 
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9.  Retention of MFH.  Reference (a) provides guidance and 
authority for retention of MFH.   
 
10.  Movement of Household Goods.  There are two criteria that 
must be met in order for a newly arrived member to be authorized 
a government-funded local move from off-base housing into MFH: 
 
  (1) Member must apply for MFH within 30 days of reporting 
to new duty station.   
 
  (2) Adequate MFH is not available for occupancy within 60 
days of application. 
 
 a. If both situations exist, then member is placed on the 
applicable waiting list and authorized a government-funded move  
when MFH becomes available.  Members get only one offer of 
assignment to MFH with a government-funded move.  A member may 
turn down the offer of assignment but, in doing so, she/he loses 
the entitlement to a courtesy move.  Any future move into 
quarters will be at the member’s expense.  The application 
procedure shall include a requirement for the member to 
acknowledge (by signature or initials) this distinction. 
 
 b. A member may specify a future MFH availability date to 
accommodate a lease period for community housing.  The member 
must provide the availability date to the HWC so that the 
assignment offer coincides with the availability date. 
 
 c. Members who apply for MFH later than 30 days after 
reporting aboard the new duty station are not authorized a 
courtesy move.  The application procedure shall include a 
requirement for the member to acknowledge (by signature or 
initials) they must bear the cost of moving into MFH. 
 
 d. Newly entitled members who become eligible for MFH after 
reporting on board (e.g., marriage) are treated the same as 
aboard members and are not entitled to a courtesy move. 
 
 e. Members are authorized a courtesy move when they are 
required to vacate their home because it has become 
uninhabitable as determined by the HWC or for the convenience of 
the government. 
 
 f. If a sponsor vacates MFH for personal convenience such as 
divorce/separation, early return of dependents, or in compliance  
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with the civilian five year rule, re-applies and is once again  
offered MFH, relocation back into MFH will be at the sponsor’s 
expense. 
  
11.  Occupancy of MFH by More than One Family and Guest Passes 
for Social Visitation 
 
    a.  Double occupancy by more than one sponsor and/or his/her 
family members in excess of 10 days total annually is prohibited.  
Except for spouses and dependents of SOFA sponsors, who possess 
SOFA status or have been approved for continued logistic support 
per reference (d), and who are also command sponsored, persons 
normally resident in Japan (i.e., Japanese nationals and other 
individuals with Japanese resident visas who live in Japan) are 
not eligible to reside in military family housing. 

 
    b.  Guest passes will be issued for family and friends with 
the intent of social visitation only.  Social visitations 
exclude visits for the purpose of residency, housekeeping, and 
childcare or care of indigent persons.  Childcare and live-in 
housekeepers are addressed in paragraphs 12 and 13 below. 
 
    c. Guest approval exceeding 72 hours must be requested in 
advance and in writing.  Applicable HWCs are the approving 
authorities.  Social visits by non dependent or non command 
sponsored guests of military, DoDDS or DoD personnel shall be 
limited to 60 days per guest per 365 day period beginning with 
the first pass issued.  Requests must be in writing from the 
sponsor, via the sponsor's command, to the cognizant HWC.  No 
guest may be sponsored by a second resident in the same 365 day 
period.  A sponsor drawing any type of housing allowance may 
visit another sponsor in MFH, not to exceed 10 days total in a 
365 day period.  Japanese nationals or individuals with Japanese 
resident visas may be a guest in MFH not to exceed 60 days in a 
365 day period beginning with the date the first guest pass is 
issued for each guest. 
 
    d.  Guest passes shall not be issued for visitors when the 
intent of the visitation is to obtain dependency or command 
sponsorship for the visitor.  Authorization for dependency 
and/or command sponsorship shall be obtained prior to the 
intended bona fide family member's entry into Japan. 
 
    e.  If a family member’s dependency status as defined in 
this instruction ends while the sponsor is assigned to Japan,  
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that family member must vacate MFH immediately.  Should the  
sponsor be on the waiting list for MFH when the dependency 
status of a family member ends, bedroom eligibility ceases for 
that family member.  The sponsor's application will be 
transferred to the appropriate waiting list.  If this change 
places the sponsor in the freeze zone, the name of the sponsor 
will be placed immediately below the freeze 
zone. 
 
    f.  If a family member's dependency status as defined in 
this instruction ends while the sponsor is assigned to Japan, a 
guest pass may be issued, at the discretion of the HWC to the 
family member for the duration of the sponsor's current tour if 
the family member is otherwise legally in Japan on a work visa 
or has otherwise attained SOFA status. 

 
12.  Navy Child Development Homes in MFH.  The operation of Navy 
child development homes in MFH will be in accordance with 
reference (a) and local instructions.  For apartment-style 
living, home care providers may be required to provide rugs or 
carpeting on floors to prevent disturbances to neighbors.  
Repeated noise problems arising from childcare may result in 
cancellation of permission to conduct childcare in MFH. 
 
13. Live-in Housekeeper/Nanny.  Live-in housekeepers/nannies may 
be authorized by the cognizant HWC in accordance with reference 
(a) and the following: 
 
    a.  Live-in housekeepers/nannies will be Japanese Nationals 
or legal residents of Japan with visas appropriate for working 
individuals.  Full compliance with Japanese immigration laws is 
required.  The individual must be in Japan on a working visa 
suitable for this employment, medical care and return 
transportation must be confirmed in the employment contract, and 
there are minimum requirements for salary to be paid.  The 
domestic helper is not permitted to pay the employer for shelter 
in MFH.  Housekeeping alone is not sufficient justification for 
a live-in Housekeeper/Nanny.  There must be childcare or medical 
care requirements combined with the member and spouse’s 
demanding duty schedules that clearly support the need for a 
live-in Housekeeper/Nanny.  In some cases, a request for an 
additional bedroom may be justified and should clearly be 
included in the request for a live-in Housekeeper/Nanny. 
 
    b.  A guest in tourist status is not authorized to be a 
live-in housekeeper/nanny. 
                               15 



COMNAVFORJAPANINST 11101.12M CH-1 
19 SEP 2005 

 

   c.  The sponsor may be requested to obtain a report from the 
Police Department of the city where the intended 
housekeeper/Nanny resides to determine if the individual has a 
criminal or subversive activity record. 
 
14.  Financial Actions 
 
    a.  Member's overseas housing allowance (OHA) and civilian 
living quarter’s allowance (LQA) will be terminated on the 
effective occupancy date, defined as when all of the following 
conditions are reasonably met: 
 
        (1) MFH is assigned and available for occupancy as 
determined by the HWC. 

 
        (2) The sponsor, or a designated representative (with a 
power of attorney) has possession of the keys. 
 
    b.  Action by the sponsor or designated representative which 
delays effective occupancy of MFH may result in an OHA or LQA 
termination date being set as the date the above conditions 
could have been met in the absence of interference.  Termination 
of OHA/LQA is based on possession and occupancy of MFH, not on 
clearance or cleaning of rental quarters. 
 
    c.  When quarters cleaning service is provided by the 
government and loaner furniture is available to the resident, 
one day maximum temporary lodging allowance is authorized unless 
arrangements for departure transportation dictate lodging 
requirements of more than one day.   
 
    d.  Reinstatement of Basic Allowance for Housing (BAH) is 
independent of TLA.  Reinstatement of BAH is effective the date 
the member returns the MFH unit empty except for government 
furnishings and appliances, the unit is determined by the HWC to 
be in good condition, the appliances clean, and the member 
relinquishes the keys to the HWC.  Failure to adequately clean 
the MFH and/or appliances can result in continued forfeiture of 
BAH up to the actual date of detachment. 
 
    e.  Failure to adequately clean before departure will result 
in a debt to the U.S. Government, which may be collected by 
voluntary or involuntary pay checkage or through the Internal 
Revenue Service for members separating from the service.  The  
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sponsor will be charged the actual cleaning cost.  In cases of 
documented medical emergency this debt may be waived by the 
cognizant HWC.  
 
15.  Termination.  Termination of MFH will be effected in 
accordance with reference (a) and the following: 
 
    a.  Requests for continued logistic support for family 
members will be made no later than 60 days prior to the 
estimated day of departure of the sponsor from Japan in 
accordance with reference (d). 
  
    b.  Assignment to MFH may be terminated upon request of the 
sponsor and approval of the cognizant HWC, provided occupancy is 
not mandatory to prevent MFH from remaining vacant. 

 
    c.  Occupancy of MFH by civilian personnel will be 
terminated after five years during a continuous tour of duty in 
the service areas of Japan.  Ninety days advance notice must be 
given to each resident terminated under this paragraph.  
Authority for exception is COMNAVFORJAPAN.  Civilian personnel 
may reapply for MFH after vacating MFH.  Movement of household 
goods to community rental quarters may be at government expense. 
 
    d.  Reference (a) requires termination in the following 
circumstances: 
 
        (1) In the event of absence of all family members for 
more than 90 consecutive days. 
 
        (2) When the sponsor, in an act of apparent abandonment 
and as a result of his/her own voluntary action, ceases to 
reside in MFH. 
 
        (3) When the member has been officially declared a 
deserter. 
 
        (4) When the member is relieved from active duty, 
separated from the service, transferred to the Fleet Reserve, 
retired, or transferred to the Temporary Disability Retired List. 
 
        (5) When the HWC ceases to be the area of the member's 
permanent duty station or homeport. 
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   (6) Death of sponsor.   Continued logistic support (CLS) 
and retention of MFH must be requested in writing in accordance 
with reference (d) and this instruction to the applicable HWC 
within 10 days of the death of the sponsor.  The HWC may allow 
military family members to remain in MFH for up to 180 days 
rent-free after the death of the sponsor provided CLS is 
approved.  Civilian family members may be allowed to remain in 
MFH up to 60 days after the death of the sponsor if CLS is 
approved and LQA is authorized.  Requests for MFH extensions 
beyond 180 (military) and 60 (civilian) days must be submitted 
in writing to the Major Claimant via COMNAVFORJAPAN for action 
60 days in advance.  If approved, rent equivalent to BAH or LQA 
at the deceased sponsor’s rank/grade must be paid monthly in 
advance. 
  
        (7) Unacceptable or wanton behavior of the sponsor, 
spouse or any bona fide family members or guests, as determined  
by the applicable HWC.  For example, behavior that is 
destructive to morale or the peace and harmony of the 
neighborhood, threatening to other residents or their property, 
or not considered in the best interest of the government.  
Unacceptable behavior would include serious or repeated 
violations of MFH rules or other misconduct. 
 
        (8) Unacceptable care or destruction of the MFH unit 
assigned or related property and landscaping, as determined by 
the applicable HWC. 
 
        (9) When required to preserve military discipline, as 
determined by the applicable HWC. 
 
        (10) When a sponsor, any bona fide family member or 
guest becomes involved with gangs as gang members, or in "gang 
related" activities; uses, sells or possesses illegal drugs; or 
becomes involved in any violence or disturbance involving force 
or the use or presence of a weapon. 
 
        (11) When a sponsor, bona fide family members, or guests 
are found to be maintaining unregistered weapons in MFH. 
 
    e.  The sponsor/spouse will not be required to vacate MFH if 
temporarily separated from his/her spouse and family members, 
provided the sponsor’s command or Fleet Family Service Center 
endorses that there is a possibility of reconciliation, and the 
sponsor is temporarily staying in unaccompanied personnel  
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housing, not to exceed 90 days.  If either the sponsor or all  
family members take up residence in rental property other than 
an approved “safe house” in the community, it will be assumed 
that separate residence is intended and the sponsor must 
relinquish MFH. 
 
    f.  Violations of MFH occupancy rules cited in references 
(a) and (j) are cause for termination of occupancy. 
 
    g.  The movement of household goods due to termination of 
MFH for the convenience of the government will be paid for by 
the government with the exception of evictions from MFH for 
disciplinary reasons, divorce or separation, early return of 
family members, or similar circumstances. 
 
    h.  In the event of divorce or separation, the sponsor has 
30 days to terminate the MFH once separation has occurred.   
Exception to this rule will require prior approval by the 
cognizant HWC.  
 
    i.  Early return of family members requires termination of 
MFH within 30 days of departure of family members.  Exception to 
this rule will require prior approval of the cognizant HWC. 
 
    j.  Appeals to termination decisions may be requested in 
writing to COMNAVFORJAPAN, via the member’s chain of command and 
applicable HWC. 
 
16.  Furnishings.  Individuals eligible for MFH or unaccompanied 
personnel are eligible for furniture and appliance support as 
described below. (FH,N funding can only be utilized to support 
those personnel eligible for MFH.  Unaccompanied personnel are 
supported utilizing OM,N funds.) Local hire and contractor 
personnel are not eligible for furnishings and appliance support. 
 
    a.  Married and unaccompanied civilian employees with 
transportation agreements and who are entitled to LQA are 
eligible for Navy furniture and appliance support. 
 
    b.  Unaccompanied afloat E5 and below personnel must have 
commanding officer authorization and a statement of non-
availability from the Combined Bachelor Housing Officer (CBHO) 
to live in the community and be eligible for furnishings and 
appliance support.   
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    c.  Most houses in the community have small doors, narrow 
stairs or other features that may make delivery of standard 
sized appliances impossible.  Furniture and appliances will not 
be issued for use in rental quarters that have not been 
inspected and approved by the applicable HWC.  Individuals 
choosing to rent such a house may have to make alternate 
arrangements for furnishings or appliances at their own expense. 
 
    d.  When insufficient quantities are available, a waiting 
list may be maintained for any type of furniture or appliance 
needed. 
 
    e.  Unmarried members who become pregnant or acquire command 
sponsored family members during their tour may be provided 
furnishings support on the same basis as above upon being 
ordered in writing to vacate on-base bachelor quarters and with  
either a physician's certificate of pregnancy or proof of 
custody/dependency. 
 
    f.  Furnishings are subject to availability and may be 
provided on loan for a maximum of 90 days, either on or off 
base.  Sponsors should contact the local HWC Welcome Center for 
a list of items available.  Extensions beyond 90 days must be 
requested in writing, with justification, and submitted to the 
cognizant HWC. 
 
    g.  Subject to availability, Flag, Senior Officer and four 
bedroom MFH will be provided with a minimum 20 cubic foot 
refrigerator.  Ranges for use on base will be electric, natural 
gas or propane as allowed by type of utility available; ranges 
for off-base use will be natural gas or propane.  Refrigerators, 
washers and dryers for off-base use will be Japanese models; 
however, if the unit can safely contain and support larger 
American style washers, dryers and refrigerators, they may be 
requested.  Alterations to the rental unit power supply or 
plumbing to support larger appliances will be at the sponsor's 
expense and requires the owner’s written permission. 
 
    h.  Loaner appliances for off-base use will be delivered 
clean and in good operating condition, and must be returned in 
the same condition.  A cleaning charge determined from actual 
labor at current published rates will be levied if the 
appliance(s) is not clean at the time of pick-up.  Furniture and 
bedding must also be clean and insect-free at the time of  
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pickup, or the loanee will be charged the actual cost of 
cleaning.  Damage to furniture or appliances beyond normal wear 
and tear will be charged to the loanee. 
 
i.  A sponsor, or designated representative with a power of 
attorney may apply at the applicable HWC for delivery of Navy 
furniture and appliances.  Pick-up and delivery will be provided, 
one each, free of charge.  Sponsors desiring multiple deliveries 
or multiple pick-ups after the one each allowed will be charged 
the actual labor costs at the current published rates. 
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FLEET ACTIVITIES SASEBO 

 
1.  Waiting List 
 
    a.  Waiting lists will be maintained for each grade category 
and for each bedroom entitlement, to include the following 24 
lists:  Junior Enlisted two bedroom; Main Base Junior Enlisted 
two bedroom; Junior Enlisted three bedroom; Main Base Junior 
Enlisted three bedroom; Enlisted four bedroom; Main Base 
Enlisted four bedroom; Senior Enlisted three bedroom; Main Base 
Senior Enlisted three bedroom; Company Grade Officer/Junior 
Officer two bedroom; Main Base Company Grade Officer/Junior 
Officer two bedroom; Company Grade Officer/Junior Officer three 
bedroom; Main Base Company Grade Officer/Junior Officer three 
bedroom; Field Grade Officer three bedroom; Main Base Field 
Grade Officer three bedroom; Officer four bedroom; Main Base 
Officer four bedroom; Senior Officer; Company Grade 
Civilian/Junior Civilian two bedroom; Main Base Company Grade 
Civilian/Junior Civilian two bedroom; Company Grade 
Civilian/Junior Civilian three bedroom; Field Grade Civilian 
three bedroom; Main Base Field Grade Civilian three bedroom; 
Civilian four bedroom; Main Base Civilian four bedroom. 
 
    b.  CWOs with only one or two bona fide family members will 
be given the choice of whether to be placed on the two bedroom 
or three bedroom waiting list.  If a request is made to change 
from one list to another within 30 days of being placed on the 
waiting list, the control date will not change.  If after 30 
days, the control date will be the date the request is made. 
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FLEET ACTIVITIES YOKOSUKA 
 
1.  Waiting List 
 
    a.  In order to give some choice in MFH type/style and 
location, the following guidelines will be used:  Sponsors will 
be offered units based on his/her pay grade category and bedroom 
entitlement.  
 
The first offer of MFH will be made without regard to location 
or type/style of housing unit available.  Deferments are 
generally not authorized prior to the first offer of MFH.  If 
the sponsor turns down the first MFH offer, the sponsor may sign 
a "Preference Sheet" requesting a desired location or type of 
MFH.  If sponsor is drawing TLA/TQSA and declines the first MFH 
offer, their allowance will be forfeited in 30 days or the 
available date of the unit offered, whichever is later.  Sponsor 
may defer once (not to exceed one year in length) while awaiting 
an offer of their preferred MFH.  Preferences may not be changed 
once selection is made without cancellation of application and 
re-application.  Applicants will be taken off of the waiting 
list upon declination of the second offer of MFH.  Should the 
applicant re-apply the MFH control date will be the date of re-
application. 
 
    b.  Separate waiting lists will be maintained for military 
and civilian personnel except for those applying for Yokohama 
(Negishi) MFH. 
 
2.  Senior Officer Quarters (SOQ) will be assigned as follows: 
         
          Priority 1 – Commanding Officer, (O-6), Afloat 
          Priority 2 – Commanding Officer, (O-6), Ashore 
          Priority 2a – O-6 Critical Staff 
          Priority 3 – All Other O-6s 

Civilian Equivalent 0-6s - separate waiting list 
     
     (O-6 selectees will be assigned when/if all O-6 and 
equivalent waiting lists have been exhausted.) 
 
 a.  O-6s who are frocked or promoted may be placed on the 
SOQ waiting list. If the O-6 is residing in off base housing and 
on a MFH waiting list, the O-6 will retain his/her current 
waiting list control date when transferred to the SOQ 
entitlement waiting list.  If the current control date places 
him/her in the freeze zone, the control date will be adjusted to 
place him/her immediately below the freeze zone.  The Housing 
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Welcome Center must be notified within 30 days of 
frocking/promotion and provided official supporting 
documentation in order to retain his/her current waiting list 
control date or the date of the frocking/promotion.  For O-6s 
who are currently residing in MFH, their control date will be 
the date of frocking/promotion provided application is made 
within 30 days of the event with appropriate official 
documentation.  Relocation costs will be borne by the sponsor. 
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NAVAL AIR FACILITY, ATSUGI  
 

1. Waiting List.  In order to give some choice in MFH type/style 
and location, the following guidelines will be used:  Sponsors 
will be offered units based on his/her pay grade category and 
bedroom entitlement.  
 
The first offer of MFH will be made without regard to location 
or type/style of housing unit available.  Deferments are 
generally not authorized prior to the first offer of MFH.  If 
the sponsor turns down the first offer, the sponsor may sign a 
"Preference Sheet" requesting a desired location or type/style 
of MFH.  If sponsor is drawing TLA/TQSA and declines the first 
MFH offer, their allowance will be forfeited 30 days from the 
date of declination or the available date of the unit offered, 
whichever is later.  Sponsor may defer once (not to exceed one 
year in length) while awaiting an offer of their preferred MFH.  
Preferences may not be changed once selection is made without 
cancellation of application and re-application.  Applicants will 
be removed from the waiting list upon declination of the second 
offer of MFH.  Should the applicant re-apply the MFH control 
date will be the date of re-application. 
 
2.  Basic Type of MFH.  There are four basic types of MFH: 
 
 a. Atsugi: 
 
  (1) High-rise (2 & 3 bedroom) (E1 through 05) 
 
  (2) Townhouses (3 & 4 bedroom) 3000, 900 series 
townhouses (E1 through O5) 
 
  (3) Single/duplex dwellings (2, 3 & 4 bedrooms), 295 
through 309 series (O4 through O5) 
 
  (4) Garden apartment (2 bedroom) (E1 through E6 and WO1 
through O3) 
 
 b. Kamiseya:  Townhouses and duplex dwellings (1, 2, 3 & 4 
bedrooms)(E1 through O5) 
   
 
 
 
 
 


